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The following procedures will allow University staff to access the full set of Banner documentation manuals, Banner CBT’s (Computer Based Training) courses, and the

EISE/Banner project document repository. This repository contains numerous project related documents and meeting notes. 

Access and use of the Banner documentation and the Banner CBT’s is restricted to EIU employees. It is a violation of copy write laws and the legal agreements between EIU and SunGard Higher Ed for anyone other than an EIU employee to use these resources. You should not allow non-employees to use or view these resources. You should not distribute these resources to anyone who is not an EIU or SunGard Higher Ed employee.

Access can only be obtained via a computer physically attached or VPN attached to the campus network. The computer user must have sign on to the campus network with a valid employee Net ID and password.  

Specific software, as mentioned in this document, may be required to use the documentation, CBT’s and repository documents.  This software includes Microsoft Office Word and Excel, Internet Explorer and Adobe Acrobat. 

Setting up Access to the Banner Documentation

There are several methods you can use to gain access to the Banner Documentation. Following is a quick and easy method. Note that you must have Adobe Acrobat on your machine to view the documentation.

On your Windows tool bar click on the “Start” icon then “Run”.

A window like the following will appear.
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Enter the following string into the “Open” box. Note that there is only one space in this string and that is between the “All” and “EIU”. Also note that the this has back slashes ( \ ) not forward slashes.

\\eiseproject\EISEshare\All EIU\Shortcuts

The box should look like the following.
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Hit the “Enter” key and a windows looking like Windows Explorer of My Computer will appear. It may take a minute or two for this to appear. It may appear as one of the following.
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Right mouse click on the file named Banner7Docs then select or click on the “COPY” option.

Now view the Windows desktop. You may need to minimize all windows or click on a “Show Desktop” icon.

While viewing the Windows desktop right mouse click in an area of the desktop but not on an icon. From the selection box, select “Paste”. 

This will create an icon on your desktop with the same name.

You can now simply click on this icon to start viewing the Banner Bookshelf documentation.

Follow the instructions of the first document displayed. It will give you important tips on how to view the Banner manuals. It will show you how to setup Acrobat so you can keep multiple manuals open at the same time in Acrobat. 

The instructions will also show how you can easy search multiple manuals at the same time for a word or phrase. 

Note that the index files required for this advanced searching are in the following folder.

\\eiseproject\EISEshare\Documentation\BDOC7X\_index7x

You may want to select the above text  then copy this name into the appropriate place when you try to add an index. (Use cntrl-c to copy).

Setting up Access to the Banner CBT’s 

Computer Based Training
There are several methods you can use to gain access to the Banner CBT’s. Following is a quick and easy method. Note that you must have and use Internet Explorer for some sections of the training. 

On your Windows tool bar click on the “Start” icon then “Run”.

A window like the following will appear.
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Enter the following string into the “Open” box. Note that there is only one space in this string and that is between the “All” and “EIU”. Also note that the this has back slashes ( \ ) not forward slashes.

\\eiseproject\EISEshare\All EIU\Shortcuts

The box should look like the following.
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Hit the “Enter” key and a windows looking like Windows Explorer of My Computer will appear. It may take a minute or two for this to appear. It may appear as one of the following.
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Right mouse click on the file named Banner7FundCBT for the Banner Fundamentals CBT and/or the FinAidOverview7CBT for the Financial Aid Overview CBT then select or click on the “COPY” option.

Now view the Windows desktop. You may need to minimize all windows or click on a “Show Desktop” icon.

While viewing the Windows desktop right mouse click in an area of the desktop but not on an icon. From the selection box, select “Paste”. 

This will create an icon on your desktop with the same name.

You can now simply click on this icon to start the Banner CBT.

What is the EISE/Banner Repository?

Why to I need access to it?

The EISE/Banner project requires the storage of thousands of project related documents authored by dozens of people for use by some or all of the University community. Although many documents are made available to the world via the project web site, some contain proprietary and semi-confidential information which should be limited in use within the University. Some information is awkward to view via a common web browser and is best view via other software.

The nature of these documents includes the following:

· A complete set of Banner documentation to be used by any University employee

· Computer based training (CBT) courses acquired from SunGard Higher Ed

· EISE project related documents 

· Agenda and other materials for vendor consulting and education sessions

· Follow up reports from SunGard HE consultants

· Work materials created and used by each project team

· Work materials shared in common with all project personnel

· Project planning and work documents – various versions stored for historical purposes

· Meeting agenda and notes

· The primary planning and policy documents

· Project schedule working documents

· A backup of the primary project related documents. 

All EIU employees have access to parts of this information. Some sections of the repository can be access only by specific people or groups.

The following procedures will allow University staff to access the repository documents from their university PC using Microsoft Office Suite (Word, Excel and Power Point), Internet Explorer and Adobe Acrobat. If the computer is not physically connected to the EIU campus network the EIU distributed VPN software will be required.

Setting up Access to the EISE/Banner Document Repository

The computer must be signed on to the campus network with a valid employee sign on and password.

Start up Windows Explorer or click on the My Computer icon.

Click on Tools in the tool bar, then “Map Network Drive”. A window similar to the following will appear.
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Select a “Drive” letter that will point to this repository after the drive is mapped.

Enter \\eiseproject\EISEshare in the folder field.
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Click on finish. A new screen should appear which shows you all of the folders on this server that you have access to. Later you should be able to get back to this drive and folder list by clicking on My Computer to reveal the full list of drives accessible from your computer.
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All employees should have access to the “All EIU” and “Documentation” folders listed above. Various other people will have access to the other folders.

EISE Document Repository access for EISE project personnel

You will be able to store and update documents in some of these folders. You will only be able to read documents from some of these folders. Typically you will have update capability in folders for the teams you are a member. A complete list of the folders follows along with a list of the folders and the accesses that project personnel have to these folders.
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Following are the uses of the folders. 

· All EIU - Contains Computer based training courses from SunGard HE. Refer to a section of this document for the procedures to access the CBT’s. All University employees have Read Only access. 

· Documentation - Contains the full set of Banner and DARS documentation. Refer to a section of this document for the procedures to access the documentation. All University employees have Read Only access to this documentation. 

· General – All EISE project personnel have Read/Write/Update access. This can be used as a project wide location for sharing project related working documents.

· All EISE – Contains ongoing project documents such as meeting agenda and notes, consulting session agenda and follow up reports. All EISE project personnel have Read Only access to this folder. 

· Project Management Configuration Management Library & Project Manager – Contains project planning, procedure and tracking documents. Only the EISE project manager and administrative support personnel have access to this folder. 

· The following folders can be used by each team, committee or group as a common work area. People can store team related documents realizing that all have equal access to and capability to modify the documents. Access to the following folders is Read/Write/Update for all those on the specified team, committee or group.

· Advancement Process Team
· Cross Functional Collaboration Group

· Finance Process Team

· Financial Aid Process Team

· Human Resource Process Team

· Data Standards Team

· Reporting Standards Team

· Training Team

· Team Leaders

· Executive Committee

· Steering Committee

· Student Process Team
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